
 

COUNCIL WORK SESSION 

Wednesday, December 06, 2023 at 2:00 PM 
 

COUNCIL MEMBERS: LOCATION & CONTACT: 

Mayor Rick Scholl 

Council President Jessica Chilton 

Councilor Mark Gundersen 

Councilor Russell Hubbard 

Councilor Brandon Sundeen 

HYBRID: Council Chambers & Zoom (details below) 

Website | www.sthelensoregon.gov  

Email | kpayne@sthelensoregon.gov        
Phone | 503-397-6272 

Fax | 503-397-4016 

UPDATED AGENDA 

CALL WORK SESSION TO ORDER 

VISITOR COMMENTS - Limited to three (3) minutes per speaker 

DISCUSSION TOPICS - The Council will take a break around 4:00PM 

1. 2:10PM - Employee Length of Service Recognition - Crystal King - 15 Years 

2. 2:15PM – Discussion of Strand Street and Wapama Way Corner Lot 

3. 2:25PM - Recreation Program Semi-Annual Report - Recreation Manager Shanna Duggan 

4. 2:40PM - Planning Division Semi-Annual Report - City Planner Jacob Graichen & Associate 
Planner Jenny Dimsho 

5. 2:55PM - Wastewater Collection System Capacity Improvements Project Update - Public Works 
Director Mouhamad Zaher & Engineering Manager Sharon Darroux 

6. 3:10PM - Undergrounding Utilities at the S. 1st Street & St. Helens Street Intersection Update 
- Public Works Director Mouhamad Zaher & Engineering Manager Sharon Darroux 

7. 3:25PM - Review New Building Permit Technician Job Description - City Administrator John 
Walsh 

8. 3:30PM - Discussion Regarding Police Staffing 

9. 4:00PM - Report from City Administrator John Walsh 

ADJOURN 

 

 

EXECUTIVE SESSION 

Following the conclusion of the Council Work Session, an Executive Session is scheduled to take place to 
discuss: 

-    Real Property Transactions, under ORS 192.660(2)(e); and 
-    Consult with Counsel/Potential Litigation, under ORS 192.660(2)(h). 

Representatives of the news media, staff and other persons as approved, shall be allowed to attend the 
Executive Session. All other members of the audience are asked to leave the Council Chambers. 
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Council Work Session  Agenda December 06, 2023 

 

 

FOR YOUR INFORMATION 

Upcoming Dates to Remember: 

-    December 6, 2PM, Council Work Session, Council Chambers/Zoom 
-    December 6, 7PM, Council Regular Session, Council Chambers/Zoom 
-    December 11, 4PM, Parks and Trails Commission, Council Chambers/Zoom 
-    December 11, 7:15PM, Library Board, Zoom 
-    December 12, 6PM, Planning Commission, Council Chambers/Zoom 
-    December 13, 4PM, Joint City Council/Planning Commission, Council Chambers/Zoom 
 

Future Public Hearing(s)/Forum(s): 

-    December 20, 6:30PM, Zone Change at 475 N. 12th Street 

 

 

VIRTUAL MEETING DETAILS 

Join: https://us02web.zoom.us/j/88563089688?pwd=WW12S244ektuN3dYL2VRUDJYVXYxdz09 

Meeting ID: 885 6308 9688 

Passcode: 410775 

Dial: 253-205-0468 

 

 

 
 

The meeting location is accessible to persons with disabilities. A request for an interpreter for the hearing 
impaired or for other accommodations for persons with disabilities should be made at least 48 hours before the 

meeting to City Hall at 503-397-6272. 

Be a part of the vision and get involved…volunteer for a City Board or Commission! For more information or for 

an application, go to www.sthelensoregon.gov or call 503-366-8217. 
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To:  Mayor and City Council  
   
From:  Kathy Payne, Human Resources Coordinator/City Recorder 
 
Date:  December 6, 2023 
 
I am happy to announce that we have one employee who has reached a milestone in 
their employment with the City of St. Helens.  The following individual will be recognized 
at the December 6 Work Session. 
 
15 Years 
 
Crystal King started working for the City in 2008 as a Receptionist/Utility Billing 
Specialist.  In 2011, she was promoted to Planning Secretary.  In July of 2012, she 
became the City’s Communications Officer where she still serves the City and community 
today.  Crystal has been an integral part of the City’s efforts to inform the public about 
everything that goes on with City projects and activities. She does a phenomenal job! 
 
Deputy City Recorder Lisa Scholl had this to say, “I have had the pleasure of working 
with Crystal since she began. She has a great work ethic, is always willing to help her 
colleagues, quick to learn new programs, and excels at communicating accurate 
information. If there’s ever a disaster, Crystal is someone you will want by your side. 
Her ability to remain calm during all situations is outstanding. She is truly an asset to 
the City.” 
 
Rachael Barry, the City’s Government Affairs Specialist, said this about Crystal, “Crystal 
deeply understands that not all news is good news, and she goes out of her way to 
inform the people we serve of the workings, processes, and realities of local 
government.  Her measured and strategic approach to the work and how we 
communicate it brings calm and clarity to all types of situations.  Crystal works hard to 
present things so that citizens can understand and engage with our city.  Her skill at 
communicating core ideas in formats that can reach diverse audiences across the region 
is amazing. Crystal is mission driven and believes in engaging with, and delivering for 
the people we serve. She is a hero and delightful!” 
 
Congratulations Crystal and thank you for your service! 
 

LENGTH OF SERVICE RECOGNITION 
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St. Helens Recreation Program Semi-Annual Report

“Building Community Through Activity.”
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Recreation by the 
Numbers 2023

165
Registered Programs 

70 4512
Drop-in/Free 

Programs
Profiles in the Rec 

Desk Data Base

577 
Afterschool Hours 22/23 School Year

2900 

Facebook Followers

14
Summer Camps 
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Projects / Goals

• Providing a safe, clean and comfortable atmosphere for our     
participants. 

• Having information available for more resources in the community. 

• Building programs and partnerships. 

• Balancing free programing with programs have a fee. 

• Continue offering services at our staff capacity.

• Being a good partner and community resource for other agencies. 

• More life skills programs for tweens/teens.

• Intergeneration programing.

• Afterschool program expansion. 

• Look at possibility of before school care. 

• Facility rentals for the Recreation Center and Community Center.

• Support entrepreneurs with a space to hold classes. 
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Board and Committee 
Work 

St. Helens School District Strategic Plan 

Columbia County Trauma Informed Network 

Early Learning Committee  

Columbia County Health Coalition 

NW Parenting HUB/ESD Committee 

Columbia County Childcare Task Force

Time spent building networks, creating 
funding opportunities, shared resources and 
partnerships. 
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Current Programing Partnerships:

OSU Extension 

St. Helens Mainstreet Alliance 

NW Parenting HUB 

Columbia Art Guild 

MOM of Columbia County

CCMH 

Griffins Place 

St. Helens Police Department 

St. Helens Library 

Columbia County 

St. Helens School District 

NW ESD Page 11
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Last 60 days snapshot: 

Registrations Reservations Memberships Check-Ins Profiles 
Created

POS 
Transactions

All 391 19 0 0 156 56

Resident 284 3 0 0 92

Non-Resident 107 16 0 0 64

No Residency 
Set

0 0 0 0 0

Demographics

< 18 326 0 0 0 84

18 - 65 38 18 0 0 58

65+ 8 0 0 0 3

Male 194 15 0 0 77

Female 197 4 0 0 79

Other Genders 0 0 0 0 0

Online vs In-House

Online 312 3 0 N/A 153

In-Person 79 16 0 N/A 3

Organization Activity
From 9/28/2023 to 11/27/2023

Page 12

Item #3.



21st Century 
Community Learning 
Center Grant 

Columbia City Elementary 

McBride 

Lewis and Clark 

Partnerships 

Career pathways 

Local resources 

5 year grant 

St. Helens SD has been identified as 
eligible for funding in the amount of 
$235,718 for the 21st Century 
Community Learning Center (21st 
CCLC), Title IV-B, federal grant. These 
funds will enable you to implement 
your proposed 21st CCLC program 
and make a significant impact on the 
lives of the students and families you 
serve.
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21 Century Community Learning Center Details:
5 year grant 

• 21st CCLC programs focus on helping children in schools who serve a large portion of 

students navigating poverty succeed academically through the application of evidence-

based practices during non-school hours by:

1.Providing opportunities for academic enrichment, including providing tutorial services, 

to help students meet the challenging state academic standards in core academic subjects 

such as reading, writing, and mathematics;

2.Offering students a broad array of additional services, programs, and activities, such 

as youth development activities, service learning, nutrition and health education, cultural 

programs, counseling programs, arts, music, physical fitness and wellness programs, 

technology education programs, financial literacy programs, environmental literacy 

programs, science, career and technical programs, and internship or apprenticeship 

programs that are designed to reinforce and complement the regular academic program of 

participating students; and

3.Offering families of students served by community learning centers opportunities for 

active and meaningful engagement in their children's education, including 

opportunities for literacy and related educational development.
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Up Next
• Keep strengthening partnerships to help provide a safe and 

inclusive environment for all ages. 

• Working with some new partners/businesses on programing. 

 

• Focusing on what we “can do” 

• Continue to explore grants, sponsorships and other funding 
opportunities. 

• Expand our teaching and contract services.

• Create customer surveys for programing they would like to see. 

Page 15

Item #3.



• Questions? 
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Semi-Annual 
Planning Department

Report
Jacob Graichen, AICP
City Planner

December 6, 2023
Council Update

Jennifer Dimsho, AICP
Associate Planner &
Community Development 
Project Manager
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Project Management, Etc.
What has happened the last six eight months? 
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Riverwalk Project Phase I
• Applied to Travel Oregon Competitive Grants Program for accessibility 

improvements behind lighthouse replica
• 100k grant award successful!
• Redesign work to rebid project without stage, playground, picnic 

pavilion
• Incremental approach for improvements to park
• Possible to pursue additional grant funding for other park elements
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ODOT Community Paths Program
St. Helens Scappoose Trail Refinement Plan

• 7.7-mile regional trail between St. Helens and Scappoose
• $300k grant award successful!
• Convene stakeholders with County and Scappoose to develop 3 trail 

route alternatives, narrow to preferred route, develop 30% plans and 
present to County, Scappoose, and St. Helens

• Delay in receiving our ODOT contracts (was supposed to be Oct. 2023)
• Reviewing initial draft statement of work from ODOT
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Certified Local Government Grant (6th Cycle)

• Received $17k instead usual $12-$15k
• City’s competitive pass-through program for 

eligible property owners in the nationally 
registered St. Helens Downtown Historic 
District

• HLC selected 135 S. 3rd Street  for exterior 
restoration work on the front and side 
facades

• State approved work plan!
• Project to be completed by August 31, 2024
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State Historic Preservation Office (SHPO) 
Veterans Memorial Grant

• 7 branches of service flag/monument 
expansion at McCormick Park 

• $33k grant request successful!
• Public Works contributed in-kind labor 

with concrete work on walkway and 
pedestals

• VFW donated flagpoles/hardware
• LCE contributed design/engineering 

in-kind
• Granite slabs will be installed week of 

12/4 (weather permitting)! Page 22
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Other Project Management Support
Special Public Works Fund (SPWF) Loan Program 

• Riverfront District Streets & Utilities Project under construction
• Undergrounding Utilities Project design & bidding in process

Community Development Block Grant (CDBG)
• Engineering/Design Application for Sanitary Sewer Capacity Improvements 
• $2.5 million grant award successful! 
• Received 3 proposals for engineering/design contractor
• Shortlisted 2 contractors and held interviews on 11/17
• Consor Engineers scored highest
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Other Project Management Support
Oregon Safe Routes to School (SRTS) Grant
• Columbia Blvd. Sidewalks from Gable 

Road to Sykes Road
• Construction of sidewalks complete! 

Roadway reopened! 
• Landscaping in progress
• Working to receive grant reimbursement 

and closeout the project before the 
deadline February 2024
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DLCD/ODOT Transportation Management Grant (TGM) Program
• Planning assisted in reviewing application Engineering Dept. prepared 

for new Transportation Systems Plan (TSP)
• $300k grant award successful! 
• Engineering to lead project, planning to support
• Kicked off project by providing comments on statement of work and 

meeting with prospective consultants

Other Project Management Support
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Urban Renewal Agency Support

• Intergovernmental Agreement (IGA) between 
Council and URA in April 2022 to cover SPWF 
loan obligations

• No required URA meetings because of 2-Year 
budget approval

• URA meeting only required if expenditures 
are planned

• LOC offers URA training for elected officials 
and oversight boards

• Cascades closure revenue projection impacts
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St. Helens 
Industrial 
Business 

Park
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• Last report: No vacancies expected in 2023

• Resignation on PC and Council
• Two vacancies in 2023 after all!!!

• HB 3115 – efforts into June!!!

• Planner with lead role?  What?!?
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Mercury TMDL

• Engineering’s 
Report 

• Community 
Event

Records Coordination:

• Double Address Conflict
• Zoning Info 

Technical Assistance:

• Road jurisdiction transfer
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Current Planning Update
What has happened the last six eight months? 
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Almost done!

Under Construction

Land Use Decision Issued
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3 Annexations 
Done

2 New 
Annexations 

Fairground Midget 
Racetrack (County)

Boulder Ridge

Comstock

Millard Road 
(County)

Code Enforcement 
(Sheds) Page 46
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Next 6 months?
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Wastewater Collection 
System Capacity 
Improvements Update
Mouhamad Zaher, Public Works Director
Sharon Darroux, Engineering Manager
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Project Background
• 2021 Wastewater Master Plan -

Sewer collection system deficiencies 

• Impacts to development

• Sewer surcharge capacity fee

• Phase 1 Improvements:
- Basin 4 (Middle Trunk)
- Basin 5 (The Interceptor)
- Basin 6 (South Trunk) 
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2021

2022 2023

Adopted by City Council 
November 2021

WW MASTER PLAN

City pre-approved for $16.4 Million 
Dollar Construction Loan for Sewer 

Capacity Improvements in October 2022

CONSTRUCTION
FUNDING

October 2023 City solicits 
proposals from professional design 

firms for capacity improvements 

City staff implements Sewer 
Capacity Surcharge Fee 

October 2022

CAPACITY FEE

City receives a $2.5 Million 
Dollar Grant for Design of 

Sewer Capacity Improvements 
in June 2023

DESIGN FUNDING

Wastewater Capacity Improvements Project Timeline

Award for professional 
engineering services in on City’s 
Council Agenda for this Evening

AWARD PROJECT 
FOR DESIGN SERVICES

TODAY

RFP FOR 
DESIGN SERVICES
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SEWER COLLECTION SYSTEM
SEWER BASINS Page 52
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Overview of Proposed Basin 4 
Middle Trunk Improvements
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Overview of Proposed Basin 5 
Interceptor Improvements
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Overview of 
Proposed Basin 6 
South Trunk 
Improvements
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Proposals Recieved Final Selection

Proposal Selection TeamRequest for Proposals

• Tetra Tech
• Keller Associates 
• Consor

• Review & Score Propoals
• Shortlist 2 firms for interview
• Review Price Proposal

• Qualifications
• Project Team Experience
• Quality Management

• Consor
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•$2.5M CDBG Grant to Fund Design
•Grant & $1.5M in Loan Forgiveness 
will reduce SRF Construction Loan 
from $16.4M to $12.4M 

PROJECT COSTS FORECAST 
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Next Steps

Council Awards 
Project

Scope & Fee 
Negotiations with 
Consor

Contract 
Approved & 
Executed by 
Council

Basin 4, 5, & 6, 
Sewer Capacity 
Design Begins
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Questions?

Mouhamad Zaher, Public Works Director 
mzaher@sthelensoregon.gov

Sharon Darroux, Engineering Manager 
sdarroux@sthelensoregon.gov

Page 59

Item #5.

mailto:mzaher@sthelensoregon.gov
mailto:mzaher@sthelensoregon.gov


UPDATE ON S 1ST AND 
ST. HELENS STREET INTERSECTION

Mouhamad Zaher, Public Works Director
Sharon Darroux, Engineering Manager
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Project Background & Timeline
• 2014 Corridor Master Plan 

• Concerns over the safety and 
operations of the S 1st  Street – St. 
Helens Street intersection

• 2018 City contracts with Kittelson 
& Associates to design 
improvements for the intersection

• September 2022, City contracts 
with Moore Excavtion to peform 
the intersection improvements Page 61
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Project Background & Timeline
• City expresses a desire to underground all 

overhead utilities at the intersection as part 
of the safety improvements

• Franchise utilities express a desire to install 
new facilities in the intersection before the 
improvements are completed

• September 2023, Intersection is temporarily 
reopened until the City receives modified 
plans from the Engineer for the intersection
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DESIGN UPDATE
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A Resolution 
Declaring an 

Emergency and 
Authorizing an 

Exemption from 
Competitive Bidding 

Requirements for 
Procurement of 

Services to 
Underground Utilities 
at the S 1st Street – St. 

Helens Street 
Intersection

• ORS Chapter 279C requires a competitive 
bidding process for Public Improvement 
Contracts

• ORS Chapter 279B permits exemptions to 
competitive bidding and allow an emergency 
expenditure to be made when the City Council 
determines by the passing a resolution that the 
public interest and necessity demand the 
immediate expenditure of public money to 
safeguard life, health or property
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WHY USE AN EMERGENCY PROCUREMENT? 

Temporary Traffic Control 
• Vehicular Accidents
• Pedestrian Safety
• Temporary Traffic Control Devices

Intersection Safety Issues
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WHY USE AN EMERGENCY PROCUREMENT? 

It Costs Money to Keep the 
Intersection Open
• Over $25,000 per month to keep the 

intersection open

Cost Efficiency 
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WHY USE AN EMERGENCY PROCUREMENT? 

Competitive Proposals Competitive Bids
June 2023

No Bids Received

Difficult to Secure Competitive Bids/Proposals

Oct. 2022
One Proposals Received

Proposal Rejected
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WHY USE AN EMERGENCY PROCUREMENT? 

Traditional 
Competitive Bidding 

Modified 
Competitive Bidding
Total anticipated time from request for 

quotes to contract up to 5 weeks

Modified Emergency Procurement is Faster! 

Total anticipated time from bid 
phase to contract up to 8 weeks

Page 68

Item #6.



Next Steps

Council Passes 
Emergency 
Procurement 
Resolution for S 1st 
– St. Helens 
Intersection

Staff directly 
solicts bids from a 
minimum of three 
qualified 
contractors 
liccensed in the 
State of Oregon

Lowest responsive 
quote selected 
and a public 
improvement 
contract is 
executed

Undergrounding 
utilties work at 
intersection 
begins, allowing 
the work to move 
foward
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Questions?

Mouhamad Zaher, Public Works Director 
mzaher@sthelensoregon.gov

Sharon Darroux, Engineering Manager 
sdarroux@sthelensoregon.gov
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City of St. Helens    Page 1 of 4 
Building Permit Technician  Created 12/2023 

Building Permit Technician             
DEPARTMENT:  Community Development 
DIVISION:    Building  
SUPERVISOR:    Building Official 
CLASSIFICATION:  Non‐Exempt (overtime eligible) 
UNION:    Yes 
CONFIDENTIAL:  No 
 

POSITION SUMMARY 
Performs a variety of complex clerical, administrative, and accounting duties in supporting the 
Building  Division’s  administration  and  enforcement  of  the  adopted  city  and  state  building 
codes.   This  includes providing friendly and professional service and assistance to  internal and 
external customer requests, to  issue buildings permits  in a timely manner.   Work may require 
independent  judgment  in  the  application  of  regulations  and  established  procedures  of  the 
Building Division.  May provide administrative and clerical assistance to other Building Division 
staff as assigned. 
 

SUPERVISION RECEIVED 
Works under the general supervision of the Building Official. 
 

SUPERVISION EXERCISED 
No supervision exercised. 
 

ESSENTIAL DUTIES AND RESPONSIBILITIES include the following, but are not limited to: 
 Performs routine clerical and administrative work in answering phones, receiving the public, 

providing  customer  assistance,  cashiering,  data  processing,  and  providing  technical 
assistance as it pertains to the Building Division. 

 Prepares reports, correspondence, and/or invoices for Building Division related matters. 

 Collects, balances, and reports daily Building Division revenues. 

 Reviews  permit  applications  and  construction  documents  and  provides  assistance  to 
applicants to ensure submittals are complete and accurate.   

 Engages  in  the  permit  process  from  application  intake  to  certificate  of  occupancy.    This 
includes  but  is  not  limited  to  application  intake,  routing  plans  to  other  departments  or 
divisions and/or outside agencies  for review, tracking plan review processes, coordination 
with customers, other staff, other departments or divisions and/or agencies for information 
accuracy, Building Division related notifications, and permit issuance. 

 Calculates and verifies various fees, prepares fee estimates, and applies fees to permits. 

 Issues Building Division permits.  

 Assists  the  Building  Official  and  Community  Development  Administrative  Assistant  with 
preparation and  coordination of daily  requested  inspections,  including but not  limited  to 
notification  of  inspections  to  be  performed  by  other  departments/divisions  or  agencies, 
sending or receiving inspection reports, and customer notifications. 
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City of St. Helens    Page 2 of 4 
Building Permit Technician  Created 12/2023 

 Provides clerical and administrative services  to  the Building Board of Appeals, as needed.  
Includes  scheduling  meeting  dates/times  and  reserving  meeting  space,  providing  legal 
notices  to  the media  and  public,  creating  agendas,  collecting  data,  distributing meeting 
packets, attending meetings, and producing meeting minutes. 

 Receives the public and answers questions; responds to inquiries from employees, citizens, 
and others as  it pertains to the Building Division.   Refers all other  inquiries to appropriate 
people. 

 Assists in the procurement of materials and supplies for the Building Division. 

 Operates listed tools and equipment as required. 

 Composes,  transcribes,  types,  and  edits  a  variety  of  reports,  correspondence,  and  other 
materials requiring judgment as to content, accuracy, and completeness. 

 Acts  as  custodian  of  records  for  the  Building  Division.    Establishes  and maintains  filing 
systems, control records, and indexes using moderate independent judgment. 

 Schedules appointments and performs other administrative and  clerical duties as needed 
for the Building Division. 

 Obtains information from the City and County records, as assigned. 

 Delivers excellent customer service to diverse audiences. 

 Establishes  and  maintains  positive  working  relations  with  coworkers,  citizens,  and  the 
general public. 

 Performs other duties as assigned by the Building Official that support the overall objective 
of the Division, as it pertains to this job and Division. 

 Creates,  modifies,  photocopies,  and/or  distributes  forms,  agendas,  correspondence, 
minutes, and/or other materials related to the Building Division. 

 Update Building Division webpage within the City’s website, as needed. 
 

PERIPHERAL DUTIES 
 Provides  clerical  support  and  back‐up  to  the  Community  Development  Administrative 

Assistant at the front counter, as needed. 

 Operates a vehicle to run errands. 
 

MINIMUM QUALIFICATIONS 
EDUCATION AND EXPERIENCE 
a. Graduation  from a high school or GED equivalent with specialized course work  in general 

office practices such as typing, filing, accounting, and bookkeeping; and 
b. Two (2) years of increasingly responsible related experience, or any equivalent combination 

of related education and experience. 
c. Two  (2)  years  of  experience  using  specialized  software  related  to  permitting,  receipting, 

licensing, and accounting functions. 
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KNOWLEDGE, SKILLS, AND ABILITIES 
a. Working  knowledge  of  computers  and  electronic  data  processing; working  knowledge  of 

modern  office  practices  and  procedures;  some  knowledge  of  accounting  principles  and 
practices. 

b. Skill in operation of listed tools and equipment. 
c. Ability  to perform  cashier duties accurately; ability  to effectively meet and deal with  the 

public; ability to communicate effectively verbally and in writing; ability to handle stressful 
situations; ability to maintain a high level of organization. 

 
SPECIAL REQUIREMENTS 

 Possession of Notary Public Commission. 

 Possession of a valid driver's license or ability to obtain one within six (6) months of hire. 
 
SPECIAL CERTIFICATION DESIRED 

 Permit Technician Certification. 
 

TOOLS AND EQUIPMENT USED 
Phone,  computer,  calculator,  copy machine,  scanner,  fax machine, windows‐based  software, 
Word, Excel, and permitting, plan review, and financial software systems. 
 

PHYSICAL DEMANDS 
The  physical  demands  described  here  are  representative  of  those  that must  be met  by  an 
employee  to  successfully  perform  the  essential  duties  and  responsibilities  of  this  job. 
Reasonable accommodations may be made  to enable  individuals with disabilities  to perform 
the essential functions. 
 
While performing the duties of this position, the employee is frequently required to sit and talk 
or hear.   The employee  is occasionally  required  to walk; use hands  to  finger; handle or  feel 
objects, tools, or controls; and reach with hands and arms.   
 
The  employee must  occasionally  lift  and/or move  up  to  25  pounds.    Specific  vision  abilities 
required by this job include close vision and ability to adjust focus. 
 

WORK ENVIRONMENT 
The work environment characteristics described here are representative of those an employee 
encounters while performing  the essential duties and  responsibilities of  this  job. Reasonable 
accommodations may be made to enable  individuals with disabilities to perform the essential 
functions.  
 
The  noise  level  in  the  work  area  is  typical  of  most  office  environments  with  telephones, 
personal interruptions, and background noises but may be a little loud depending on the day 
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EMPLOYEE ACKNOWLEDGMENT 

The duties listed above are intended only as illustrations of the various types of work that may 
be performed.   The omission of specific statements of duties does not exclude them from the 
position if the work is similar, related, or a logical assignment to the position. 
 
The job description does not constitute an employment agreement between the employer and 
employee  and  is  subject  to  change  by  the  employer  as  the  needs  of  the  employer  and 
requirements of the job change. 
 
I acknowledge that I have received a copy of the Building Permit Technician job description.  I 
understand that it is my responsibility to adhere to the Essential Duties and Responsibilities as 
outlined within this job description. 
 
My signature below is evidence that I have reviewed and concurred that the above detailed job 
description appropriately describes the work of the position,  including essential  job functions, 
the minimum education and experience required of the position, and the physical demands of 
the position. 
 
Signatures: 
 
                           
Building Permit Technician            Date 
 
Print Name:               
 
 
                           
Building Official              Date 

 
Print Name:               
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Memorandum 
 

To:  Mayor and City Council 
 
From:  John Walsh, City Administrator 
 
Subject: Administration & Community Development Dept. Report 
 
Date:  December 6, 2023 
____________________________________________________________________________ 

 
Planning Division Report attached. 
 
Business License Report attached. 
 
Suggestions Box Report attached.  
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CITY OF ST. HELENS PLANNING DEPARTMENT ACTIVITY REPORT 
 
 To:  City Council  Date: 11.27.2023 
 From: Jacob A. Graichen, AICP, City Planner 
 cc:  Planning Commission 
 
 
 
 
ASSOCIATE PLANNER/PROJECT MANAGER—In addition to routine tasks, the Associate 
Planner/Community Development Project Manager has been working on: See attached. 
 
 
PLANNING ADMINISTRATION—PREAPPLICATIONS MEETINGS 
 
Had a preliminary Q&A meeting for potential property line adjustment, land division, 2nd 
dwelling off Belton Road. 
 
Conducted a pre-application meeting for a potential land division on S. 21st Street of the Crouse 
Way.  Property has an existing house, and they are looking at carving off three new parcels. 
 
 
PLANNING ADMINISTRATION—MISC. 
 
County Public Works reached out to me about road transfer process.  I think they are gearing up 
to give us some of Gable Road west of US30.  Thankfully, I thought ahead and attained previous 
ones from Lonny Welter, Columbia County Road Dept. Planner before he retired. 
 
With some potential large manufacturing entities looking at both the Armstrong and St. Helens 
Industrial Business Park sites, some time spent on providing information and other support. 
 
Updated public hearing scripts. 
 
Conducted final inspection for buildings B and C of the Broadleaf Arbor (Gable Road 
apartments) development.  D (community building), E, F, G, H and I (multi-family buildings) 
inspected previously.  B and C are the 7th and 8th of the eleven buildings.  Only three more 
buildings left. 
 
 
DEVELOPMENT CODE ENFORCEMENT 
 
A several months long effort by Associate Planner/Community Development Project Manager 
Jenny Dimsho about a shed too close to property line has been resolved.  Person has to use a 
couple come along tools to do it, but they did it.  Jenny also has the side benefit of knowing what 
a come along tool is now. 
 

This report does not indicate all current planning activities over the past report period.  These are tasks, processing and administration of the Development Code 
which are a weekly if not daily responsibility.  The Planning Commission agenda, available on the City’s website, is a good indicator of current planning 
activities.  The number of building permits issued is another good indicator as many require Development Code review prior to Building Official review. 

Page 76

Item #9.



2 
 

Received a complaint about a small shed too close to property line on Whitetail Avenue.  Too 
small to require a permit, but still doesn’t meet the minimum setback that applies.  Classic issue 
of roof storm drainage onto neighbor’s property.  Compliance anticipated after making contact. 
 
 
PLANNING COMMISSION (& acting HISTORIC LANDMARKS COMMISSION) 
 
November 14, 2023 meeting (outcome): The Commission held two public hearings.  One was for 
a Conditional Use Permit for a new location for the Amani Center, which the Commission 
approved.  The other for a zone and comprehensive plan map change of 475 N 12th Street from 
industrial to residential, which the Commission recommended the Council approve. The Council 
will see this one at a later date. 
 
The Commission discussed vacancies and determined who the next interview committee would 
be.  Due to a vacancy from a Commission being selected to be on the Council and another whose 
attendance in 2024 is anticipated to be low, they agreed we should continue formal solicitation of 
new members. 
 
The Commission discussed the December joint meeting with the Council and felt the groups 
should meet.  They discussed vacant storefronts/businesses as a potential proactive item and 
thought it would be a good item for the joint meeting. 
 
 
December 12, 2023 meeting (upcoming):  
 
As the Historic Landmarks Commission, they will consider alterations to the County Courthouse.  
This requires a public hearing. 
 
Staff also intends to present the semi-annual report to the Council, to the Commission as well. 
 
 
COUNCIL ACTIONS RELATED TO LAND USE 
 
Mayor signed the final decision for the Police Station land use permitting. 
 
 
GEOGRAPHIC INFORMATION SYSTEMS (GIS) 
 
Quarterly data updates this month.  Plus, updates related to recent zone change. 
 
The County Assessor data has been famous for being inaccurate as to City of St. Helens zoning.  
Recently, County Assessor staff reached out to me about helping them improve this.  There are 
about 560 accounts with zoning in the Assessor’s data that does not align with the City’s adopted 
zoning.  Fortunately, about 200 are easier to identify being part of the Riverfront District or 
Houlton Business District zoning, since these are very specific areas and done not too long ago 
(<20 years).  Unfortunately, the remaining 360 accounts may need to be looked at individually; 
some tedium expected over the next couple to several months. 
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Updated the official zoning and comprehensive plan maps.  Last update was December 26, 2019. 
 
 
ST. HELENS INDUSTRIAL BUSINESS PARK PROPERTY 
 
Technical assistance efforts ramping up given potential occupants/PGE parcel for substation. 
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From: Jennifer Dimsho
To: Jacob Graichen
Subject: November Planning Department Report
Date: Monday, November 27, 2023 11:05:13 AM
Attachments: image001.png

Here are my additions to the November Planning Department Report.
GRANTS

1. Safe Routes to School - Columbia Blvd. Sidewalk & County Culvert Project –
 Construction with TFT began July 17, starting at the culvert near Gable Road. Road is
open with sidewalk complete. Street trees and landscaping nearly complete. Project is
near closeout!

2. Business Oregon – Infrastructure Finance Authority – Low-interest loan for Streets &

Utilities Project and Riverwalk improvements. 1st Reimbursement request processed
(which included over 30 invoices). Working with finance and URA revenue projection
consultant to support amendment request for additional funding for undergrounding
work.

3. Riverwalk Project (OPRD Grants x2) – Project bidding closed on 9/19. All bids came back
around $5 million, which is higher than we had budgeted and estimated. Working on
value engineering efforts to reduce project costs rebid the project and to ensure full
utilization of grant funding. Working on new scope to omit playground, picnic shelter, and
stage, as well as reduce general project costs.

4. Community Development Block Grant (CDBG) – $2.5 million grant award to fund
design/engineering/permitting for the City’s Sanitary Sewer Improvement Project. This
project covers 3 sanitary sewer basins which were identified as deficient and priorities for
improvement in the adopted Wastewater Master Plan. 3 submitted qualifications.
Interviews held for 2 shortlisted contractors with Consor selected by the committee.

5. CLG Historic Preservation Grant Program – SHPO Certified Local Government Program.
Received our contract for 17k. State approved work plan. Waiting for final comments
before executing contract with property owner.

6. DLCD Technical Assistance Program – Submitted request for 60k for a new Economic
Opportunities Analysis (EOA), including a Resolution from City Council and a letter of
support from Columbia Economic Team. Grant was due 9/29. Awards are expected soon.

7. SHPO Veterans Memorial Grant Program - 33k award for an expansion at McCormick
Park Veterans Memorial. Project includes 7 branch of service monuments and
corresponding flags. Project is almost complete. All but granite slabs have been installed,
with an expected installation the week of 12/5.

8. ODOT Community Paths Program - Received 300k to study a trail route refinement
project (30% design) from St. Helens to Scappoose. Contracts are expected in October.
Award is $300k, with a match of around 42k split between Scappoose, the County, and us.
ODOT anticipates grant contracts in November/December. Received draft Statement of
Work from ODOT. Compiled 2nd round of comments on the statement of work.

9. Travel Oregon Grant Program – Received 100k grant to fund ADA components of the
Riverwalk Project! Thanks to Columbia Economic Team and our RDMO (within CET).

10. ODOT TGM Program – Assisting Engineering Dept with Transportation Systems Plan.
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Statement of Work submitted to ODOT for final review and consultant solicitation. ODOT
is notoriously slow with contracting, so it could be ~6-9 months before we see movement
on this project.

PROJECTS & MISC

11. Riverfront Streets/Utilities Project – Attending weekly check-ins. Pump station just
missing generator. Bluff trail construction is moving along. Rough grade and electrical of
traffic circle near Cowlitz/Strand underway. Water line under construction. Landscaping

and irrigation near south water quality swale underway. Undergrounding at 1st Street and
St. Helens Street design ongoing.

12. St. Helens Industrial Business Park (SHIBP) Planning  – 30% design for Phase I
infrastructure & permitting/grading work for Phase II with Mackenzie. Project is on hold
with potential user/sale of property.

Jenny Dimsho, AICP | Community Development Project Manager
City of St. Helens | Planning Department
265 Strand Street, St. Helens, OR 97051 | www.sthelensoregon.gov
P: (503) 366-8207 | jdimsho@sthelensoreon.gov
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SSuuggggeessttiioonn  BBooxxeess  

W:\City Recorder\Suggestion Boxes\Reports\2023\120623 Suggestion Box Report.doc Page 1 of 1 Updated 11/27/2023 

 

 

Library 
Date 

Received 
 

Comment 
 

Suggestion 
Response  

Requested? 
Name and Contact  

Information 
Overall Customer 

Service Rating 
Date to Council 

for Review 
Staff 

Assigned 
Staff Follow-up 

Actions 
Date 

Closed 

7/12/23 We love the attentiveness 
of the staff. Always 
making us feel welcomed. 
Dan, Michele, and Cam are 
awesome. Thank you! 

None No Roberts Great 12/6/23 Library N/A 12/6/23 

8/28/23 Appreciate the Library 
being so helpful when I 
printed resumes! Landed 
a great job two days later! 

None No Allen J. Timberman Great 12/6/23 Library N/A 12/6/23 

11/8/23 East side of Ace store old 
ramp needs cemented to 
be plain sidewalk. 

Do your jobs Yes John D. Nace Great 12/6/23 Public 
Works 

 12/6/23 

 
City Hall – 1st Floor Lobby/ Council Chambers Lobby/Utility Billing & Court Lobby 

Date 
Received 

 
Comment 

 
Suggestion 

Response  
Requested? 

Name and Contact  
Information 

Overall Customer 
Service Rating 

Date to Council 
for Review 

Staff 
Assigned 

Staff Follow-up 
Actions 

Date 
Closed 

None 
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